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MEMORANDUM FOR: Office Directors & Staff Chiefs

Please note th are once again asked
g N Significan
organizational development NE General Walters)
absence. May I have vour contributions {or neg-
ative report) by COB 23 Apri]?

STAT ﬁz

AN
Ne1l ; E éé o

8 April 75
(DATE)

FORM NO, |0| REPLACES FORM 10- 101

1 AUG 54 WHICH MAY BE USED. (47)
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1. As a gen=ral ruls, we should not report in the briefing book
~= iterns which will be prcsen*"ed to them snparahzly such as minutes
of the Morning Meeating, intelligence publicatlons, corraspondence,
Tablas, eic. : . L

A 2. We should includzs 2 brle;., concise, up-to-ithe-minute state-
”’vem. about significant things that have hapnannd during theixr absenca
out which they should be made awars as promptly 25 possible.
“"_:Ilallj’,. if we refzx to _ccr;espondenca, it should be summarized
athex thad enclosad. There may, of course, be excepiions. Somée
cvents may not lend themselves to adequate coverage in the briafing
book. Ia this case, it might be desirable fo include enouvzh to alext
thern and follow up with a fuller briefing at their earliest convenisnce

;.

'3

" oxr subrrit.a fuller memorandum. Trivia or routine things about which

they have no need to learn promptly, if at 21l, should mot e included.

- - -

" 3. . As to formatl, the briefing book will include-exactly whzt is

sexved up. In ordsr thal the tolal package may have some uniformily,
mna terﬁal should be prepared on 8 x 10 1/2 papar suit=ble for insertion
ina 't“hrem—-r,.na locs=-1eaf note book R . , LT
P . e :
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